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J . Requesting Agency

DEPARTMENT OF INFORMATION

2. Division or Bureau of Requesting Agency

3. Authorization Requested (Check only one of the squares below).

J
Dispose of present accumulation. No

t F additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

B
Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant_Jhe«—retention after
the period of time indicated.

•
Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

1.

>

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

GENERAL CORRESPONDENCE

Size: 8£» x 1U«
Datesi 1°U8 - -
Quantity: $ drovers and h boxes (17 cubic feet)
File Arrangements Alphabetical by sub le t
Annual Accumulation: 1 cubic foot
Disposable Amount: 10 cubic feet (estimated)

The Department of Information collects information and material
^relating to the State of Maryland and assembles i t for distribution
to interested persons and organizations. The General Correspondence
f i l e i s concerned with the accomplishment of these functions and
consists of correspondence and collected material. The correspon-
dence relates specifically to requests for publications (incoming
and outgoing), requests for information, publicity projects, etc.
Collected material (both printed and mimeographed) consists of
clippings, publications from other states, circulars from various
organizations and businesses, posters, and Departmental news re-
leases en various subjects. The f i l e also contains Maryland his-
torical information util ised by the Departaent in answering requests
for information.

(•A-rtnln RnrrBftprmriAnft*, panH o<M t a l l y yttmtyrrnA tfT™ •** fiUfi *VA
stored separately, i s concerned primarily with requests for
information or publications, transmittal of publications, or other

6. Recommendation
of Hall of Records
and Board of Public
Works.
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7. AagpC^ Divisior>or Bureau Representative

M^Z•6t^
Signature £f

*///A'f
Title T ^ / Date

Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission.

f/7/ncr 1VW.S
7 Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.
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4.

•

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2.

3.

routine natters. The ndations below apply to all categories
in the Qeneral Correspondence file.

A* REGOKiSHDAXIGffg RETAIN PERMANENT LX AT-T- MATERIAL RELATISQ
TO THE PIANHDR} AHD EXECUTION OP PUB.H*
CZTT PROJECTS, CELEERATI0R3, OR OTHER
SPECIAL EfEHTS.

B. RECOW4BNDATION: RETAIN ALL OTHER MATERIAL TOR THREE
HEARS AHD THEN DESTROY.

PUBLICATIONS HISTORT FILS

Sizes 8|" x Hi"
Datest 19b9 - -
Quantityt 2 drawers (b cubic feet)
File Arrasgenentt By title or subject
Annual Accuraulatiant less than ̂  cubio foot

The file contains aaterial which is concerned with the Department* s
publishing program. A folder is maintained for each actual or
proposed publication and is added to during the jjnit-iql preparation
or subsequent revision. Material in various folders may vary from
rough draft nanuserlpts to source material assembled on a particu-
lar subject. The file also includes samples of all publications
and a few pieces of correspondence relating to the preparation,
publishing, or distribution of each publication.

BBCOIftgHDATIONs RETAIN PERMANEHTLT.

RECORDS OF THE MARTLAHD PEBLICITT COIfOSSIOH

Siaes 8J" x 11"
Datesi 1939-19U3
Quantity: 2 cubic feet

The Maryland Publicity Cosraission, organised £Ll°^^coaded to
function in 1°U3« Its duties were assumed by the Department "of"
Znfonaation when that Department was organised (192*8). Part of
the records of the Publicity Condssion are on deposit at the Hall
of Records. The remaining records have been retained by the Depart-
•ant of Information and consist of correspondence concerned with
requests for information or publications*

EBCOMEHDATIONt RETAIN PERHANEHTLTj TRANSFER TO THE BALL
OF RECORDS.
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4.
Item
«lo.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

h.

%.

CORBESPONDEIKJSi STATE DEPARTMENTS

Sieei 8§« x Hi"
Dates: I9h9 - -
Quantity' 2 drawers (U cubic feet)
File Arrangement! Alphabetical by agency
Annual Accumulation! £ cubic foot
Disposable Amount: 2 cubic feet (estimate)

The Department of Information collects information and material
relating to the State of Maryland from various State agencies
and departments. This file contains material en the agencies
themselves as veil as on Maryland in general. Specific types of
material are: correspondence (e.g. copies of outgoing letters to
individuals and otbjr departments concerning requests for informa-
tion or publications, letters of transaittal, incoming letters of
acknowledgment, and correspondence concerning the internal adminis-
tration of the Department)| noticesj mimeographed news releasesj
directories! copies of revisions of lawsf bulletins! annual reports
circular letters or directives! miscellaneous printed material.
The recommendation below applies to all material in the file with
the exception of printed matter which may be considered non-record
in accordance with the provisions of the statute governing non-
record material (Art. hXt Section 17?, Annotated Code of Maryland,
1957 Edition).

HECOWEHDATIOR: RETAIN FOR THHEE TEARS AHD THEN DESTHOI.

PERSONNEL RECORDS

Siaej 8J« x U»»
Datesi 19U8 - -
Quantity* leas than £ cubic foot
File Arrangement! Alphabetical by name
Disposable Amount! Lass than J cubic foot

Personnel records are maintained by the Department for current and
former employees. These records include application forms, letters
of reference, leave requests, loyalty pledges, etc. The reoonmenda
tion below applies to all material in the fila with the exception
of loyalty pledges which are to be retained parmanentOy.

RECOHMEHDATIOHl REIAZH FOR FIVE TEARS AFTKB TffiHDUTIOH OF
EMPIDIM3HT AHD THEN DESTROY.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period

ACCOUNTING kJsCukuB (tfuOJuusKrjusiu DATA)

Size: 8§» x U*«
Dates: l$hS - -
Quantity! 2 drawers, bundles (7 cubic feet)
File Arrangement t By type of record and chronological

,- VuSXWJB

Annual Accumulations Less than 1 cubic footDisposable Amounts 5 cubic feet (estimated)
Audited: State audit

This item includes a l l standard accounting forms used by State
agencies as supporting data to the final books of entry, the
Ledgers (191*8 —) and the Cashbooka (1953 ~ ) . The final books
of entry are to be retained permanently. Specifically these
supporting records ares

Comptroller of the Treasury

Form No*

Jfemorandum of Adjustment
E-l-S Distribution of Charges
E-l and E - | Transmlttal
DD-1 Certificate of Deposit and Bank Deposit Slip
QAO, R-2 (former-

ly MR-2) Monthly Report of State Funds Collected and
Deposited

Distribution of Unexpended and Obligated
Balances

Monthly Statement of Balances

Purchasing Bureau (Department of Budget and Procurement)

1-A Requisition for Supplies
1*7-A Purchase Order
100-16 Out-of-Schedule Requisition for Supplies
39-A and iiO-A Stores Requisition
CF-2 Copy of Contract Awarded
CF-1 Capital Fund Requisition for Equipnsnt
IOO/2I4 Actual Snergency Purchase Report
27-A Copy of Contract Awarded
CF-3 Copy of Contract Awarded ' "~ ' ~

Delivery Invoice :

26-A Notice of Award of Contract . . . .1
52 Credit Memorandum
$1 Report of Partial Delivery
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

Budget Bureau (Department of Budget and Procurement)

HB-1 (Rev.)

B.P. Inv. R101
B.P. Inv. R102
B.P. Inv. 6

Budget fora
Hos. 1 thru 11

Feraariy EB-1 and BB-2, Budget Schedule Amend-
ment Sheet

Report of Fixed Assets (annual)
Report of Materials and Supplies (annual)
Materials and Supplies Physical Inventory

(annual)

Budget Estimates Fiscal Tear (11 pages)

Others

Receipt books
Bank books
Canceled checks (discontinued June 30, 1$$$)
Cheek stub books

REC0J8KHDATI0N* RETAIN FOR THREE XEARS OR UMTIL AUDITED
WHICHEVER IS USER, AND THEH DESTROY.
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